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Please note:

Introduction for tutors

The purpose of this evidence booklet is to provide a simple and manageable solution for gathering evidence for all units of this Senior Pass E- Portfolio Training 
Tutors may change any task or part of a task to make the context more appropriate for their learners. However, alternative tasks must meet the assessment criteria. 

Task 1 
Assessment Criteria: 1.1, 1.2
Complete the table below by identifying one job role or programme of learning and complete the table below with details of the interview.
	The job role OR programme of learning I am applying for is:  



	1.  Name and address of the organisation 


	

	2. Date and time of the interview


	

	3.  Name of interviewer
	

	4.  Dress code for the interview


	

	5.  Travel method and time

	

	6.  Documents needed
	


PLEASE NOTE  
Now you have chosen a job role or programme of learning ALL tasks in the evidence booklet MUST relate to this choice

Task 2
Assessment Criteria: 2.1, 2.2
Use the table to identify key facts about the organisation (employer, college or training provider)  
The name of the organisation is .…………………………………………………………………………
	The main purpose of this organisation is to


	The type of ownership is (circle the MOST appropriate) 


	Public sector         Sole Trader                     Limited company    
Partnership           Other (specify) ………………………….                                         



	The organisation employs/the number of students is (circle the MOST appropriate) 


	1 – 10            11 – 100            101 – 500             501 and above

	One other job role or course available in the organisation

	


Use the table to list key facts about the job role or programme of learning:

The job role or programme of learning is …………..…………………………………………………

	The main job task or area of study is:



	The place of work or study is: 

                            

	The hours of work or study are: 



	The length of work contract or course is:



	The rate of pay or cost of the course is: 




Assessment Criterion: 2.3
Choosing words or phrases from the box opposite.
Select three skills you will need for this job or programme 
of learning:

1.  ………………………..……………………………………
2. ………………………..……………………………………
3. . ………………………..…………………………………
Select three personal attributes you will need for this job
or programme of learning:
1.   ……………………………………………………………
2.  ……………………………………………………………
3.  ………………………..………………………………….
You may choose your own skills/attributes if you prefer.
Assessment Criteria: 2.4, 2.5 
In the table below, list four questions you might be asked at the interview and give possible answers.  

	The question I might be asked is:
	My possible answer is:

	1.

	

	2.

	

	3.

	

	4.

	


Identify two questions you can ask the interviewer about the job or programme of learning. 

	Question 1



	Question 2




Task 3
Assessment Criteria: 3.1, 3.2
Witness statement for interview (to be completed by a teacher/tutor or workplace supervisor).
	The interview was for (please specify the exact job role or programme of learning):


	Did the candidate create a positive first impression through consideration of the following

· paid attention to personal hygiene
· dressed appropriately given the interview context

· demonstrated appropriate body language

· switched off electronic equipment (e.g. mobile, MP3)


	Yes/No



	Did the candidate make an appropriate introduction in the context of this interview? 


	Yes/No



	Did the candidate respond to at least four straightforward questions demonstrating they could 

· listen carefully                                             

·  speak clearly to be heard                

·  use appropriate body language     


	Yes/No



	Did the candidate ask appropriate questions related to the job role or programme of learning and in the context of the interview?

	Yes/No



	If you have indicated NO to any of the above, please comment here:


	Signature of witness:

Position within organisation:

Date:




Task 4
 
Assessment Criteria: 4.1, 4.2, 4.3, 4.4 
Reflect on an interview  
Identify two examples of what went well during the interview. 


Things that went well were:  

Identify two examples of improvements you could make for future interviews. 

EXAMPLE 1: 










EXAMPLE 2:

After the interview you have to decide if you still want the job or to attend the programme of learning.   Your decision may be because of something that was said or happened during the interview.  Complete the following to explain your decision.

Do you still want the job or to attend the programme of learning?       YES  /  NO

What was said or happened to make you reach this decision?

………………………………………………………………………………………………………..
………………………………………………………………………………………………………..

………………………………………………………………………………………………………..
Identify one example of training that might help you if you accepted the job or entered the programme of learning.
The training I have identified is ……………………………….…………………………………

………………………………………………………………………………………………………

How it would help me is  …………………………………………………………………………
………………………………………………………………………………………………………

-END OF UNIT-

The work you submit for assessment must be your own. 


You must not copy from someone else or allow someone else to copy from you.





I confirm that this is all my own work. 


Candidate’s signature............................................................      Date……………………………











Internal moderator’s signature..............................................     Date……………………………








Scribe’s signature................................................................     Date……………………………








 word processing		         tidy and neat appearance           








	numeracy             willing to learn              reliable








punctual		friendly	          preparation of food








      honest	    use of office equipment           enthusiastic








good telephone manner                     confident








     a team worker         communication skills              flexible








creative        reading and writing          well organised








             enjoy working with customers             show initiative








    personal hygiene                efficient data handling














EXAMPLE 1:  





EXAMPLE 2:  
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